[image: image1.jpg]Health PE]





[image: image1.jpg]

	TEAM MEMBER STATUS REPORT
	Version:
	x.x

	
	Date:
	yyyy/mm/dd

	
	Monitoring & Reporting


	1. SUMMARY 

	Project Name:
	
	Report Period:
	

	Project Manager:
	
	Date Prepared:
	

	Distribution:
	Steering Committee, Project Manager, [others]
	Prepared By:
	


	2. STATUS

	A brief statement summarizing your contributions to the project (elevator story). 


	3. ACCOMPLISHMENTS AND HIGHLIGHTS

	· Points summarizing accomplishments, completed tasks and other worthy highlights.



	4. PLANNED BUT NOT ACCOMPLISHED

	· Points summarizing deviations from the plan, why they were not accomplished and any correct actions being taken.

· 


	5. TO BE ACCOMPLISHED NEXT PERIOD

	· Points summarizing the accomplishments to be achieved next, according to the project plan.
· 


	6. CONCERNS

	· General concerns or selected items (such as Change Requests, Issues or Risks) that need to be highlighted for the Steering Committee.
· 
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